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eOPF Quick Reference
For Employees

Online eOPF Self-service Feature for Login ID and
Password Retrieval for New Users

eOPF provides web-based access for Federal personnel to view and print employment
documents. Employees are able to view their own documents through the eOPF application
at https://eopf.nbc.gov/nasa/. eOPF includes security measures that ensure the integrity of
the system and protection of employee documents.

Your eOPF benefits include:

e Immediate access to your documents
e Ability to view or print your documents
e Enhanced accuracy, portability, and security of your documents

e Increased accountability through an audit trail that tracks who accesses your
documents and the reason why

e Faster and more efficient records transfer between Federal agencies
e Timely and accurate data retrieval for retirement claims processing

Obtain Your eOPF ID and Password, and then Logon to your Account

Accessing eOPF is simple and convenient. To access your eOPF, you need an eOPF ID and
password, which may be retrieved using the eOPF self-service feature. This Quick
Reference document consists of three sections.

Part 1: Obtain Your eOPF ID
Part 2: Create an eOPF Password

Part 3: First Time eOPF Logon
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Part 1: Obtain Your eOPF ID

Step Action Screen Shot
ACCESS yOUr eOPF at. ( Thh kan uﬂ\ml Unm States Government computer system, which may be accessed and vsed oy for official
[L3 i persoonel, Unauthernzed accmis of wee of This comgputer sysaem may suliert vielators
https//eopf nbcgov/nasa/ to aiminal, dvil. andvor administrative action,
Al information on thin competer system may be Intercepred, recorded, r-.oc. copled, = thdosed by and to suthorized
Read the eOPF User L e
Ag reem ent page WNgnng eto this sppbication ndcaten vou havw read sod scospted the LUl Terms sod Conditicnn of Vs, and you consent to
secure testing and monkorng
1 ClICk the Accept button. S-qmgﬁuzothh sookication indicates vou have read and nccepted the Brivacy Folloy, and wou consent to secure testing and
meooning.
Sgreng ko this sppication Indcates you have read and accepted the Suley of Sehavior, and you consent to secure testing
and menitoring,
Weicome lo the National Aetonaulics and Space Adminiskation (NASA) eOFF
system for use by NASA employees only
From the eOPF Logon page,
click the Request Your eOPF
ID link.
]
|
2 SUBMIT | CLEAR
From the Request Your eOPF
ID screen, enter the
e Last 5 digits of your SSN
e First 4 letters of your last
name
3 e Date of birth (mm/dd/yyyy)
Click the Submit button.
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Step \ Action

The Request Your eOPF ID
page displays stating that your
request has been submitted for
processing.

4 Click the Click here to return
to logon page link.

Screen Shot
Request Your oOPF 1D

Your eOFF 1D ieguest has Doen processed aod an gl sl De sont 1o you Wity you eOFF- Logen 30 withen the seset &0 merdes
Fense make Sre pou cheok yoor 5oom o junk eenad folder if you du mot see P ol sethin 60 manutes. 3 you 3K) not recehe
o ol phesse Cormatt he Pespdes o Snpten o LU0y R asentance Pleme e ‘Masng «OFF 1D oM 0 ihe
wdipect and inchade pour Agency, Pl Moo, yuur eonad midbess, aned [frme rmdier 1 the body of Be loguest, For maey sl
Srsnia, I oo chek D, & Wil ST e e foe yol

DO NOT INCLUDE YOUR SSN N ANY CORRESPONDENCE WITH TIE IELPDESK

[um hese {0 retuen b n.l:mununﬁ]

Your eOPF ID will be emailed to
the email address of record in
eOPF.

Please contact the eOPF Help
5 Desk if you do not receive an
email with your eOPF ID.

This emall [s vo notify you that & regqueat for yous o«OFF ID Mas been made.

loﬂ:-r I0: ATRI2)45 (oxanple) ]

24 yos did soe Iaitiate tAS prest, please costact the helpdesk at $64-275-8310 o

eopf_hdirelesishq.com for &

syates (s lsplemested
aforsation from una oY
stored. Ia the event an #
ot is their folder, he/sabe sk
eopl_hditeleosiahg. o

novingly and willt

iecloses pares
or agescy not

Agency) ASINCY|
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Part 2: Create an eOPF Password

Step Action ‘ Screen Shot
From the eOPF Logon page,
click the Request a New
Password link.
1
On the Request a New
Password page, enter your: Roquest a Mew Passwnrd
e eOPFID
° LaSt 5 dIgItS Of your SSN Purpose: Tha feature offows you 1D Teguest your ses Passsord. Messe entes eformustion m the fulowesg Nedds,
5 e First 4 letters of your last
name ey
Click the Submit button. bsoae aliotipler - | |
Fhest A butturs of your Last o | 10 younar Lot sarma e deas than 4 Characters, plesas aster pour (Ul Last name.
e
The Request a New Request a New Password
Password page displays
indicating your request has
been submitted for processing. Vi (e U R Do e awand 468 an el il ot st 1) Yol wEN 8ty Sk et  rever
&m‘myzmw-pt“&.lmﬁnmnm_mn
Click the Click here to return
to Iogon page link. 00 NOIT INCLUDE YOUR SSH I ANY CORRESPONDENCE WITH THE HELIDES,
3 Note: If your information fails to
be verified, you receive a [mmmmj
message stating that your
information does not match the
information in the eOPF system
and you should contact the
eOPF Help Desk.
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Step ‘ Action ‘ Screen Shot

An email is sent with a
password reset link, a reset e eyt ol e rfhagr forbererit-gh iy + paoe
token, and instructions to the [ Uil e ol S s dbeset tas (seas i ]
email address of record in
eOPF. The token is valid for 15
minutes.

Click the URL link.

Please contact the eOPF Help
Desk if you do not receive an
email with your password reset
link, etc.

The link opens the Reset Your
Password screen. Type in

your eOPF ID.
Please enter your eOPF 1D and Token to Reset your password,
Copy the Token password from Note: The token will expire within 15 mi of re ing your p d.

the email and paste it into the e
Token field. ..,.m,.:[ ]

Click the Submit button. Cancel

Reset your password

The Please reset your
password page displays. Please reset your password

Enter a password that meets
your agency’s security
guidelines in the New
Password field , then again in Note: Password must contain at least one upper-case letter, one lower-case letter, one number and one

. special character and must be at least 12 characters in length,
6 the ReType Password field.

. Neow Password :
Click the Reset Password RaTypa Password :

button, which will bring you

back to the eOPF Logon page. e

You are ready to log in to
eOPF! Continue with Part 3.
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Part 3: First Time eOPF Logon

Action Screen Shot

Enter your eOPF ID and
password on the eOPF
Logon page.

Click the Submit button.

| aF812345

1 SUBMIT CLEAR

The Select and answer Select and answer your security questions

your security questions

screen displays. Select e D i S P o Kt o i e s e o B s T i e s o
questions from the drop- :

down menu, then answer B o onesss0 i con ]

the questions in the blank [ Check here, if you are using assistive technology? (ex: Screen Reader)

fields on the right. Security
. Personal Questions
validated for format or (- et o e P e e g (T ]

2 . Personal Question 2: [ What s the mdcia name of your oidest chid? v} [anges ]
correctness (|.e. state, Personal Question 31 [What was your favorie oy groweng up? | [Green ]
numbers, or dates).

Maximum length for an pdesk Verification

. Please select and answer three unique helpdesk questions from the list provided below.
answer is 35 characters. 1; [What s the color of your frst car? [[Sestemser ]
. Helpdesk Question 21 [In what Gty o town G your mother and father meet? v |[1-1-1088 ]
To start over, click the Quastion 31, [What 1 you creem cor? M (= 1
Reset button. Note: the above questions d d into e0FF. Clicking Cancel will et you out of the application.
Submit  Reset Cancel
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Action Screen Shot

You also have the ability to Select and answer your security questions
create custom questions for
Personal Questions;

however, custom questions

security questions vall be used to verify your id
vofile’ after you login, You can create your custom g
Perscnal Questions.

f you forget your password or #0PF 1D. You can madify the
nd provide answers. The custom questions are added to the

cannot be created for : [avessoness on ‘
Helpdesk Questlons [7] Check here, if you are using assistive technology? (ex: Screen Reader)
Click the drop-down menu Personal Questions
. Please select and answer three unique personal questions from the list provided below.
and select Write your el Cuiedis 120 ~what cey o you meet you sosaignloar ser?
question. A blank SpeCIfy Personal Question 2: | Gl name of your olcest chid?
your Question field is Personal Question 31 (s you avesver
. Specify your Question: [| VWhst is my favorie tareout food?
3 added, allowing you to type
your custom question. et
Click Add. ”:‘:::’"“"""‘ S sy Sulpdask qusstions fruwn the et provided befow:
H westion 1: What & e color of your first car?
Once a custom question is Helpduok Quastion 24 L et ane e meel

Helpdesk Question 31 [ What 5 your dream car?

created, it will always be
listed in the drop-down
menu. Maximum length for Submit | Reset | Cancel
a question is 100
characters. There is no
limit to the number of
custom questions you may
create.

Note: Answers to the above questions are required to proceed into sOPF. Clikking Cancal will 2t you out of the application,

A confirmation message Select and snawer your security questions
states, “Your question is
added to the Personal
questions list.”

Select the drop-down menu
arrow again and choose "
your newly created oyt

guestion. Type your answer Prrsonal Question 1

4 | in the blank field to the Pervonet Guention 2:_[0 05 2
Prrscnal Question 2 [tm:‘:‘x:::_f:’

right.
Heldpdesk Vertfication Questions
Please sl ! and anvwer thres iqoen hedgdock Guetions trem Me it provided bebom
Helpdesk Question 1) | VWhat sas your ChEood Phone marier AClang s1es code v
Melpdeck Question 2 (Tt ws e e Q #6s co0 w1119
Melpdesk Question 3i | \Tat was pour chASROOE pRone maTEe 3G Ve oo ~

Nolez Atawers 1 th abowe questicen e reguned £ prooeed 180 o0FY, Ociung Cancet will oxt youl &t of the appication.

To save, click the Submit PSP K2 SKPOSN LS | YYDSL 1S T8 CORX Gt yOUr Bl S8 U —
' . elpdesk tion 2: n whet Gty Of 1own did your mother 8nd father meet? v| [1-1-1085
button below the questions. o Qoestion2s Lnwnatoy e O I .
Helpdesk Question 3: | VWhat i3 your dream car? vl
5 Note: Answers to the above quastions are required to proceed into e0PF, Olidang Cancel will &t you ot of the

Reset  Cancel
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Step Action Screen Shot

The Rules of Behavior

page displays. Read the FOR ENTERPRISE INMAN RESOUACES INTEGRATION'S <HR $Y5TEM
rules and click the Accept ‘ i for coverg e st et sk v 0 i 4 oH v
button.

Bales of Hobgrme

The screen refreshes and i SRR
takes you to the eOPF Vakcrms 10 the €OPF Syaten

Welcome page. That's it! : reociTon:

You are in eOPF.

From this page, you can
navigate eOPF with the
7 buttons on the left. e ino
User Info

Tt Favorn M@l (7
Sy UELY W Wi LT

From the eOPF Welcome Screen, you can:

e View your entire eOPF by clicking the My eOPF tab.

e Search for specific documents within your eOPF by clicking on the Search eOPF
tab.

e Change your eOPF preferences by clicking on the My Profile tab.

Need Assistance?

For technical assistance, select the Help link from the upper-right corner of any eOPF
screen, or contact the eOPF Help Desk:

Email: eopf_hd@telesishg.com
Phone: 1-866-275-8518
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